PASH
BOARD OF DIRECTORS

COMMITTEE REPORT GUIDELINES

In order to conserve the time of the Board of Directors in conducting its meetings, the efforts of the Secretary in recording minutes of Directors meetings and to reduce the length of meeting minutes, the following guidelines are suggested for all Committee Reports submitted at Board meetings. 

Report on only significant items which occur in meetings or future events such as:

· Meeting Date

· Meeting Attendance

· Speakers and brief description of topic presented

· Committee work and voting items

· Future events (Education Day, Public or Committee Sponsored Event) 

· Items to be acted upon by the Board of Directors

Summarize all information which is reported by other means at Board meetings such as COPAS Board Reports presented at Committee Meetings or Liaison Reports. 

Report significant items of discussion by summarizing the discussion in a sentence or two or a short paragraph.  

Utilize bullets or outline format where useful. 

Keep report to no more than one page in length and as evidenced by most reports, a short paragraph or two will communicate the necessary information.  Eliminate all unnecessary information or duplicative information.  Use the KISS model – “Keep It Short and Simple”.  

Keep in mind the audience and avoid use of the pronouns “I, We, They, Us, etc.”  Write the report from a third party perspective.  

Make presentations at Board meetings to the basic form of the report suggested above to move this part of meeting along.  

Promptly forward an electronic copy of all reports to the Secretary either prior to the Board meeting or immediately afterward to facilitate timely preparation of meeting minutes.  

Hopefully, the foregoing suggestions will improve our meeting experience, reduce the time we spend reviewing draft minutes and reduce the time required to edit reports for inclusion in the meeting minutes.  

